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WHY WRITE

wewz

Y-

/ l - '0 S ' ¢

/Write well becausc so many readers

are at your mercy. In the Air Force,

we rarely write to just one person.

Even’ our most routme work is likely

to recclve-many rcadmgs~from secre-

taries, supervisors, ‘and’ addressees.

- The quallty of writing in asingle office

memg or bulletin notice, for example,

+ cah help the productivity cof dozens

of readers or slow it down. Give those

readers a break. They can throw away

. a'bad sales letter, But they have to
» read your official orfe.

Write well bccause poor wrltmf>

instruction can wreck a plane. A
0?11 y -evaluation can. wreck the
cakeer of a fine subordinate. At its
(/aarst poar wrmng leads to lives lost
and programs rejected. We can learn
today from what Air Force Sccretary
Zuckert sdid in°1963: ‘I am con-
vinced fhat our «cffectiveness in.
dealing with the Office of the Secre-
tary of Defense bas suffered by the
poor mpressnon we have made in our
papers.”’ Look at it this way: to your
readers, you are what *you write.
. When your writing is ineffective, it
* hurts both your credibility and your
~ organization’s. It suggcstﬁ incffective-
ness in general.
< Write well to help yourself By
turning the impressidns in your head
into  clear ‘writing, you improve
thlnkmg in the process, your carger
_is likely to improve. Managemént
expenys tank skill in cofpmunicating
among the, top' requi@ments for
reviewers® from

having to tinker.

hurts more” than readers. A confusing

success. You benefit when you save -

. . 4
(Sure,” some fevictiersdiﬁk‘er com-
pulsively, but poor Wwriting begs them
- to make “improvements.”) Then. too, -
from writing well.comes the simple
-satisfaction of doing your job well.

Write well because the Air Force ",

needs effective writing more. than

" ever befpre. Air Force complexity
is growifig, and with it grows the need (-
for wifting that helps us cope with
that fomplexity.” This doesn’t mean

must polish every phrase to
poetic p&rfection; few of us.can be

_ poets. All- of us, however, canmdster
“everyday writing. The Air Force turns -
out a stdggering 500, mllllon pages of
such writing each year. The cost in
salary time to “read  all that paperwork
just oncey. domes ‘to $120 million.
.Don’t make the cost any hlgher. See
that” for each of your, readers, once
is cﬁough —\ "

L] ) * . » -'.
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.agree with subjects (when ke

" This cowrse. teaches the prnncnples

of the Air Force Academy’s Executive
“Writing Course in. a format better
suited to presentatfon on film. In the -

Academy “course, we .work with

audiences to 'impr_ove writing that
* theys submit- in advance. Unable to

have that kind of audience participa-

~_tion in this course, we decided to use

three short films and réfnforcing

. exeicises. - - o
. Using as our model. the British film
-Letfer Writing At Work, we wrote

scripts to show the plocess of writing

.by following one_writer as “he im-

‘proves ‘one letter.” The Aegospace
‘Audio-Visual Service ‘then filmed the

_scripts using professional actors. As

for the exercises in this pamphlet,
they're also the work of professionals
—you,
Force paperwork work.

 To fake it work bétter, this course
offers practical solutlons to' the most

comman -problems -of Air Force
writing:  wordiness, formatity, and
poor organization. Though there’s

more to writing than this cdurse
covers, little is more important.

- We've skipped grammarggnd punc-
" tuation because most ir Fnrce
ect,Verbs

writing is mechanically c
foge-

i writmg habi
* inefficient ones so common in the

- to . individual

the writers who make Air

-
usually take . care, of them§elves
Formats aren’t part of this\course ¢ *

either. They vary from ong copimand- — .

to another, and errors in them do far
less damage %han. a bureaucratic
, writing style. You’ll find help with

PO

formats .in AFR 10-1 or Tongue aﬁcg‘

Quill.

. Finally we. can only call attentron
here to. &e

worst obsticles to better
" Air Force writing—-individual habit
_and bureaucratic inertia. Maybe be-.

" cause writing is so personal and pain-

ful, many Eeople stick §0° certaln
even when they re the

Air Force. Writing |mprovement be-
- comes es'pecually hard when you add

against €hange in a large Organization.
Old heads train new ones, old letters
make convenient models,
ways seem the safest—ways. And-so,

style that .would get a lot of laug

if it didn’t do such damage.
. Overcoming individual habit and .

bureaucratic inertia takes initiative.
Don't wait for the next guy. If ybu're
a- writer, Start usy
- course. lf you're a reviewer, start let-
ting people know that you welcome

»

habit,, the pressures -

ande old

many people continue to write.in g ~
i€

ing the advice in this

~ modern writing. For_this course to o
ther), sentences are,complefe (when work, you must make it work.s
kept short), and so-on. In fact we've ¢ -~ e
seen a lot of Air Force wrmng that is , .
perfectly correct and yet perfectly AT M310 Tom MU“‘aWSk'
awful. Why? Well, the writers haven't Department of Epglish -
~ concentrated on the most imporfant US Air Force Academy
thing—saying what they mean., Our ', ) . . . 4
advice i5 to ‘work on being clear and
accurate,” for the ‘mechanics will
$” _ : : -
. : ¢ ' ar - - i
." D ) l) >
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adding white  spacg, you make reading easier.. Use subparagraphs to make lists and .

'Openwlthyourmampomt Coa o

. Don't force readers tmsearch for it; reveal the main point by the end.of the first paragra

- Put requests before justifications, answers before explanatn.ons, solutnons before problems,

“conversation, for example, but avoid delaying long

s0 they can apprecnate the relevance of wha ver el

| A'Analyze your rgaders in light of your subject. How are they m‘VolvedJ What do they know _ 2

_ saving readers the. trouble of asking for clarification, you'll
¢

. Remember to e?lam unfamiliar terms of, better, avoid
~facts: and figure

help your reawders.b

- - .. \‘ ,. Y . : .
ot 1w . . _
. \ “ . . M ! By . . b _.'
a. \ - o .. el .
. R S : + .+ Organizing Your ldeas '
L R S v m L -
Plan what to say e : ,\\ _ . ' e 0T SR

Wait! Your writing’ will be clear only i your thmkmg is clear. So before you reach for your v
pen ar dictation equipment, think abolt what you're going to say: If you're writing for =~ . o
someone . else’s signature, get any specnal instructions on content and format, If you have '

" more points to make than you ¢an juggle in your hiead, make a list of random .ideas and then

rearrange them in the best order. Next write a draft and revnse it ruthlessly To be easy on
'your reader, you must, be hard on yourSelf S , . .
\

\,'. ° L. P B

Greup related mformat:on into paragraphs. © .- - . .. - )

- . - -

e

" Cover one topic completely before starting another, and let a topic take several paragraphs - -
if necessary. But. keep your paragraphs shoft, down to roughly four or five sentences. By e

instructions stand out. And try more ‘headings, especially when you, must cover thany
dlfferent toples SO your reader can follow qunckly Effectlve wrltmg looks mvntmg :

’
- -
- . - . - . ) . * .

Ca
+

What's. the one sentence you’d keep if you, could keep only one? That’s your

You can often place it in the very fnrst sentence, in a paragraph by itself for added clarity.

and conclusrons before. evndence S “ L.

You mnght delay the main- point. to soften bad new‘si or to remind your reader of an old
eaders, like listeners, are-put-off by

peopl,e who take forever to get to thepoint. They: n%i to know the main pomt at the start
u say. : _

. Occasuonally, as in a st of mstructlons or a reply to a series of questlons, all your pomts_,

may ‘be equally umportant In this case, create a starting sentence thaft tells your ‘readers
what to exeect hke this: ‘Here s the mannm.g mformatlon you asked for."” ..

-

-

) - . !

Stnek to what your reader needs. T Lo .- . C

' B
- e

already? What do they heed to know now? Though you can't anticipate all the conceins®
your,readers may-have, you should anticipate the mah ones.: Address them in advance. By S
e more persuasn.»‘/e

em,entlrely Remember also that . -
don’t speak for themselves you must say hat your details mean. Write to

° - . - o
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. Inthe followlng letter, the mformatlon below the first para

' (_ o . - oS o . ¢+ Organizing Your ldeas

ph can be grouped into t\vo- \

' ‘more par; raphs. Decide whrch sentences to group into paragraph 2 and which to group

worry about th (}Nht' of the sentences in the paragraphs )

Q"', o

'\‘.' ‘ . ‘.-. . _. . H‘

SENTENCES FOR! PARAGRAF’H 2: (?
sENfR-EES FOR PARAGRAPH 3:_

-

SUB]ECT Ways fo Save Energy and Water | B : _ '

'1. We nged your help in saving energy and water in famnly housmg Asa fan;;lly-
‘housing occupant, you can have an |mmed:ate‘ effect on the operatmg,costs of

Fanrchlld AFB by takmg some simple steps..

»

' a ,Use only 40-watt bulbs in outsnde Ilghts

...

6o Water only in the;arly mormng (06&0-09(10) and evenmg (1 600-2000)

LS LA

/ f.  If your guarteﬁ rgrmber is even, water only on even-numbered days; if

odd water on ocjd-numbered days. - Lo

L
-

<+ g Ifyou have both doors: open during'the day, further lower your . -

thermdsta‘t so the breeze you create won 't force the furnace to run. . . '

- .

ho Th|§'§chedule wnll save water and stnll keep your Ia,wn healthy

same.
me -

Lo Turn off any Ilghts you don’ t need and teach your chnldren todo the

"into paragraph 3. Use the subject caption and paragraph 1to help you decide. (Don’t

be Set your thermostat on 68 degrees in the day and 65 at night. '4 7 ¢
. P Though we don t expect the severe water shortage of Iast year, we |
- must stitl cut down on watering Ia‘wns _ o . ,
"d Take'the followmg steps to save energy IR

. me .
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_Sen_teﬁce‘s for fParagra'pi\ 2 (‘energy):é' bdgi |~ .

Sentences for F_'irag_faph 3 (\'vatéi'):' ¢ e f he ©-

© If youlNgded Waterihg_do\ifn the renergyftibs‘(that’s,_a pbn),lther'i
“you ha e idea on paragraphs: cover one topic completely

tigg another. We put the energy paragraph before the

watering onegbecause the.subjeat caption and first paragraph use

- that order. When topics .don’t. divide so neatly, start new
"Péﬁgfaph’SJWhe(pyour thinking takes a turn, . T

-

Notice that% writer-of this letter, like the wrifer in the film, .

pvercame any lurge to begin- with a lot of needless history. lf you
received this letter, you'd know* right'away_ﬂ'fat it had to do_ th

you.,
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. T <t .o .+ Organizing Your ldeas
- . ". . .o ,', : L . . R i "_'

e

s Paragraph 2 of the . fellowmg letter gwes m@tructions in an eﬁ" ive order b‘t they’d
. ‘be easier to read if spread into subparagraphs. Show' where you'd start subpzragraphs by
? wrrtmg tlie opemng words of each one next to the appropriate letter PR

. e . 1 . P L e .. . ~- B -
- . ‘ & ’ B ~ \. I '

* SUBJ ECT: Personal Advemsements in the Base Bulletin: , -

Air Force mrhtary and cnvnlran,persa»nnel statloned at Elmendorf AFB

may. now-advertise personal items for sale of rent in the base bulletm

- { - . - A

: 2. We cap print your' personal advertusemen‘t only. if you follow these guide~ .

».7 - 77 lines. Submit an ad only one time, We'can’t run a personal ad more than onces -

T for that would amount to commercial advemsmg Type your ad or neatly print e\, .

it on EAFB Form 321, “Notrce for Base Bulletin.” Whether you type or pnnt
you should underline each item, briefly describe it if necessary, include the .2_
price, and give your phone number. The entice ad shoyld fun no more than- three ..

' typed lines. Send the form to DAO by 0900 ona Rresday to get |t in that '
Thursday s bulietin..

. . . . . ..
L. . . - - A -

e .SUBJECT. Personal Advertlsemen;s in the Base Bulletm : _ AL

. S .1. ~Air Force military and cnvulran personnel statloned at Elme'ndorf AFB
Lo, L may now advertlse personal items for sale or rent in the basé buHetm- o _ .

e 2. . We-can ptint your personal advertlsement only if you follow these gu,lde- T e
- lines: . ‘ R ” - ‘

B
L
.
.
b
.
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y v 2, Wc can prmt your personal advertnsement only if you fpllow these gunde-
. - R R ., A ]

“ms AT S -
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once for ‘that would amount to commercnal advertlsmg

' ‘ o b. - Type your ad or neatly prmt |t on EAFB Form 321
. , Base Bulletin.” Whether you type or print, you should underlme each.item,

P mey describe it if necessary,-melude the price, and give your-phone number.,_""

he entire ad should run no moyse than three typed lmes. .
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-wrltmg is not snmple-mmded' It s sim mply courteous. ..
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“Noticé f for o . o

c. Send the form to DAO by 0900 on a Tuesday to get lt in that

. 44., '

follow ata glance Simple -

~ To make iterps in'lists and steps in mstructlons stand out, use subparagraphs the way we diﬂ '
- here. The added white space and a-bc divisions help a reader to
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B c SUB]ECT Tramingﬁapab.mty ’_ ' "4 e, *

.. .- Organizipg Your Idéas

~

- > : . . . ‘

. . . .
Here s one fetter orgamzed thrée wa?s Which version drSplays the main pomt best? Clrcle
.. your anqur at the bottom of the page Also rewrite the sub;ect caption to mai@ it more

snf‘c _ R
e S R

t‘ A SUBJECT TfammgCapa.blhty R & Lee e

. . \1\ ".-";_' _..‘.;\ N

. Odr main contm! tower will be off the an' for mstallaﬂon af ney«r cqm- :
~ munmtsons equipment from 1 Feb throush 30 Apr. \_':- L

| mama,

) _ 2 | Dunng this pcnod, air tmfﬁc contmi will be conducted aut of two TSW-’I -

"mobile control towers. Wezre scheduled to train five three-level controliers thcn, .
but the mobile tawets are qo sm&ﬂ to hold both contmllers and tmm '

-l 33 Therefoce we rcquest that you delay sending us au: tr;fﬂc.cmtmﬁm mm
%ree-leve.i sktils until after 30 Apr T e ; AR

“B. susrsm T‘rammsCapab:!:ty

1. We request that you delay sendmg s air trafﬁc wp&qum gm.; e
»Jevelskmsuhnlafwim,t\pr. s .,:,,

«2 ‘Our main contro& tower wm be off the air fo instalhtion of mwm

* . munications équipment from 1 Feb through 30 Apr, ‘During this period, air _
~ traffic control will be conducted out of gwo TSW-7 mobile controf towers, .-

" We're scheduled to train five threedevelf: trallers then, butmmwlc tmw:&
Care foo smau o hold both contrg@g@;g

: J . We request that yoa delay sendmg us air traff‘c contmuem wtth three- AR
~. Tlevel skills until after 30 Apr. Our main control tower will be off the ait for' - ; L.
L -mstallanan of new commumcauons Wumment from 1 Feb- thmum SQ Apr ¢

2 Durmg this penod ‘air traff‘c controi w:ll be’ conducted aut of two TSW~7
mobile control towers. We're scheduled to train five threelevel controllers then;:

. but thc mobile towers are toogngu to hotgbotg&gnwm% Lo

CIRCLEDNE A B C C T

smmmcsus;ac*r D —
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B displays’ the main point best. 'l“h'evornte senténc'é-'idh’.d-keeﬁ_. if

.You could keep only oné—the request—appears_ at the very -

beginning of the letter, It even appears in a paragraph by itself for

‘added clarity.-Fpr a specific subject, ‘we suggest Request to Delay.. | '

- Controller Arrivals, -~ = .

Y

“top~ >

paragraph ends with a sentence that really belongs in' the
bottom paragraph with the rest of the explanation, o

A is the last because it takes-too long to reveal that the letter is

-about more than just the control towers;
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C.is_second"bg'st..' Although the. request appears at the.start, the

ey,
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) N I St o Ly Orgamzmg Your Ig,eas e
’ ' .- T . L] ‘ » . . ’ . . ' . . ) B

te L .. . . [ 0._- . .‘\- L PO o L K A [ . - , .

1§ BN - - -

o w ng_g*s anoxher lette‘r Qrgamzed three \yays. Agam which version dsspla.ys the mzm pomt .;_-;'. ) , ;
" .. et best? , S .. - .‘ . . S 1'.. . _,_--'..\'. . '_".- o ':; ,
| 'r We have revue\w.:d your requm cf 22 Nav, same subject, A unit missim .
_ 'detcrmmes the kind of phone we can put in. If 2 unit’s mission supports the bse L
, ~-~.ission directly it can have Qm&phmu.lfaunitsmmimwpmﬂn «
! " "’base mission mty mdirectly, it minm only Chsscphanes. L I : _
. Y2 While the tailor shop must gt Class C phones, ailthe other units 'you asked )
R aboutquahfyfmﬂassAphmH«seusemcmwfermmordu L
Yoo T eguipment. A RN 5 At |
. B SUB;EC[ Reqwst fﬂf Tdmhm .-‘ : , ,“ ""-'.:' «1 -' ’ 0
.\ . ., !
S o We Have reviewed .your: rcqm of 22 Nov, sarne subject Wbitc the tailqr mienl
o shopmustgetﬂ&cmﬂiaaum&ommymmmtqm Qo oL
| ‘ClassAphm . e 2
- - TR e b T aes ..9\‘.‘\ ‘,;x‘.‘,w-.-;‘. g W‘.._\-,,.‘
.' Sl AuhxtsmmwdeWmimﬂuklndquhmcmunputin if a unit’s - R
7 . Tmission supports the base mission directly, it can Have Class'A phones. Ifumits i
. «imission supports the base mission only, indlrecdy, ltsan h;ve only Chsc hones. |
t P!asemﬂwmmm meak: s st WS
* ' ’ o . |
. C SUBjECT Requat forTelephones‘letr.NNov) i -
© ¥ 1. While the taiiorﬂnopmustge&ﬂmﬁghm«,aumeomm:ﬂ‘ﬁm :
. about quahfy ferClassAphmgs. 5 F | ’
b , .2 A umt s msssim deterpxines :he kinﬁ ‘of phoné we can’ put in. lf a un{t‘:
‘ . mnsionsupportsthebasenmﬂondmcw ltmbawﬂasAphmtfzunlts
: . mission supports the base mission only. Indirectly, it ca.nhave nnly Class C phoms
ﬁleaseusetheattachedwmwm \DIEQ 5 ¥ e
L+ CIRCLEONE: A B C S




-~
-

L - reader hanging;

o e

.. . - - Didyou notice

that the paragraph Qbu just read makes: the mistake

<. .. Wwe want you to avoid? We spared no expense to delay the answer

- ’ ; for the exercise until the end. With a Ii_tﬂe_ .ﬁnkerjn'g’.w_e- could
' - have told you right away that C'is best, - | .7 o
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7 : -4 is way off. It gives the general theory of phone service I_:eforet :
: - getting to what the reader needs most—an answer. 3 is better. At
' least the main point comes in the top paragraph. But B clutters the
o © strongest- part of the' letter, the opening, with :a reference that
. .~ -belongs in ‘the subjest caption. So C is best. {t qoesn't_leave_ the @ !
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first and cross out unnecessary ones,
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' e -Orgamzmg ?our Ideas
. ~ et " - - . E
o’ymg \wth y what'a .
sentance’
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lmpr'ove the letter below by opemng wrth thé mam _point an‘d £qll
_réader needs. You don't have to reword the lettet. ]ust put the' most |mpo

SU B ]ECT Staff Assr;tance Vrsrt for your lndmdualrzed Newcomer Treatment
and QOrie 'ptatron (INTRO) Program -, . .

SR As you are aware, the INTRO program-is an essentral part of a people- n
S ~minded Air Force Accordmgly, a staff assistance-visit was conducted to evaluate
. your unit's program in accordance with AFR 35-35. As an evaluation guide;; we -

. used a checkhst that msured adequate coverage of all approprrate areas.

N

2. Your INTRO program rs satisfactory. We found ne. srgmf cant problems

durmg:.our 2 ]une visit. Well done.

- ‘.' ¢ . | ’ P .-;<.'-f:-;_ : o ‘ c
. . § . ’ *‘ to. . ’ ' RS
. 3. No reply £5 this report is needed \ e e P
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eTHS REPORT 15 BRIEF , INFORMATIVE, AND
| TO THE FOIT... vw‘o BETTER DO rrove&

-~ by pormlsslon of Fleld Newsmpcr Syndluta I.
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| Efectivelriting oo 00 L DS
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S R , L (ﬁF&%'S o .' . ’ R _
. .'S_UB JECT: ‘Staff Assistancc’_Wsi;,@r your Individualized Né;vcomer.treatmen.t‘

.o = ! and Orientation (INYRO) Program - R S

¥ ~

2+ Your INTRC' program is satisfactory. We {ou'nd nosign‘lfgcan’t problems - &
- during our 2 June visit. Well done. ) o e L

. - . . . . ' : ' ) . : .. . .. ] .' .- . . * . l}".'.. ) .
M you received this letter, wouldn’t you want to know right away how the visit turned out?
The writer Mmay have-included the first paragraph to overcome the tyranny of the blank _.

pagé by putting something—anything—on paper. Then again, the writer ‘may have included
the paragraph out of a mistaken wish to provide the “courtesy” of bulk. Whatever-the - -
-+ *. reason, the first paragraph gives more background information than a reader needs, so we * .
cut all byt the regulation. C o - ' e,
- The suggested answer puts the regulation in the subject caption. Do the same when you N
must cite a governing directive to keep it fram cluttering the body of a letter. s
Your answer imay not match ours exactly. For example, you may have kept “No reply to ..
this report is ngeded.” We dropped it because the visit turned up no problems to reply to. *
The decision to keep the sentence or drop it is a judgment call. (Writing is hard work - -
Precisely because it requires so-many judgmerit calls.) . e ot

..'ﬁ , s e

‘s
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" . . o . R : SR ‘ ¢« . _ . . Organizing Your Ideas .

g Tt - S e Cotel T - L D :

_ | . Improve this 'le@er from a ma;or-command headquarters.to Air’ Force Hearfquarters. Opeg
e " with the main péint ‘and- ollow with only: what a reader needs. You ficedn’t do much.2 _
‘ " . wgwording. Just rearrange sequence of some-sentences and drop otbefs entrrely \Vrrte s

. Youramswerinthebox.  *. - - o e c

o SUBJECT Request to Expand Bomb Raﬂge C‘” e

- ' The attache.d request is forwarded for your consrderatron. Th‘é pac ?ge has- R
7 been reviewed at this headquarters and.our approval has been’ given. The )

- bomb-range expansion is small, temporary, and anlikely to increase danger. =~ )

. Therefore we recommend that you approve the attached request. ' ‘

—

J -

'Sueféc.r: %M‘Q—MBO&.‘ Ro-v?r.. c-22 ! e
T ' ey e S :
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: first and the least important last. « R

3 ’ N
- . .
-
.

An early main point gives writers.and readers a way to test the relevﬁncg of whatevér else is
said. In the, Jetter about the INTRO program;, “the bottom line” was buried in the middle.
-In this letter, “‘the bottom line” réally is at the bottom. By moving it to the top, the first
two sentences of the original become noticeably unnecessary. : ‘ S

7
-

Are you a ?herefoi_e,. eohsequent_ly, or due to the above writer? An} one of these transitions
- near the end of a letter usually announceés a late ‘main point. Avoid that mystery-story
approach, Use the newspaper-article approach, which puts the most important igformation
' Wfi';ﬁ Air Force Headquarters responds, it should start with its answer. By gettihg right to
~ the point, it will avoid such unnecessary. beginnings as “We have received your request.”
. o _,._' - Sy f . o ': .
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.7 - Effective Writing ~ . L~ L T
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. -\. - . . - . . . : . \‘\'}.: - ~ . - ’ (K] . ;
PR ° . —- N SO T »
. ) A _" - g ) y v en ‘}'
$ s ‘ L \. r / ’ \Q ‘ [y '-‘ ’
! 4 . ; ) . . . ) - ‘
. - . N .-' ' ;~ \. ". . . .o - '_.- -. L ~.— . .- . i .‘ -_‘ 'k_.
T S_UB];ECT&_R.ques_t to Expand Bomb Range C-22 '~ ™ - ) . R
. RS-+ h - € 8 U » * ROt B .
., — Sviewed: rotdguaris Rd-aur-app Ras-been-gt Of: The . .
. Loss bomb-range expansion is small, temporary, and unlikely to increase danger.
. Mre—,({_!/e recommend.that you aggrove.the attached request.) - . }
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.\ T .- 7= . @rganizing Your Ideas
\ . . . ) . S ) - N : " e .
R

s léa'q-n_oi-hing/\hy"ye "just finished a:so-so,cup. of coffee and a doughnut. In _;.‘wa_lks_'Max' RN
." v Propwash with-a letter for, the motor pool at Paterson AFB apd a request for you, :*Chgck o
- - this for organization problems, would you?”-Th of. Doesti’t he know you've takep the
- & first part of the Effective Writing Course? You'i€ hotf; ="~ -~ - . -
. Okay,.reorganize his letter. Cross .out some. senfences, shift. others, and renumber =~ °
_ paragraphs—the way-we did in our last two answers, Use as many ptinciples. from this part - -
of the course as the letter allows. . - .- R e
vl : ’ ' . - . - L : .
‘_ _ . /t.—'.' - "-‘_ , ) - ._ r.‘;-.'_-..‘_ . A * o l,
** v SUBJECT2 Request for Auxiligry Parking
’ s . . . - :"‘\:“ ~. : . - '
© " 1,." Three years ago d courier run was started to'carry computer products, some
 of them classified'through SECRET, bétweén Cheyenne Mouhtain and the = .7 »
/ Federal Building. At that time, the Directorate of Admihistration at Cheyenne ™ -
Mountain was responsiblelor the-courier run and stored the courier vehicle over-.
night there. Then, as now, the run supposted the Data Systems Division,

.. Two months ago responsibility for the courier run and the vehicle.(Ford ,
pickup 79B1107) shifted to us at the Federal Building. We drive across town - S
. S twice a day to pick up our courier vehicle and turn it in at your motor pool. = ' .
|+ These trips cos{ gasoline, mileage, time, and productivity—which.can be saved by - B
parking the vehicle after dutythours where it is needed, here'in town at the : e T
- Fedéral Building. 1t will be well protected. G@nsequently, permission is requested - . ‘
. to park our courier vehicle on week nights and weekends at the Federal Building. ' :

3 3 N

_ The Federal Building is on a quiet street and has GSA-contract guards on -
_duty 24 hours a day. The vehicle will be parked in fyll view of the guard desk. S e
L (This arrangement has beeixendorsed by Mr. Rockwell, guard supervisor.) Because - L.
- of strong lighting in front of\the building, the vehicle can be seen by city pelice .- E
on their tegular patrols. The yehicle will be locked at the end of the day; and the
} © . key and servo plate wilk bg.controlled through an access letger. In addition, we SR

will follow.all other precautions for keeping the vehicle safe.

B
) 3 . . o ., . - . - '_ ﬁ /;.
AR 4. In'light of the above, request that consideration be given to our proposal.
. fyou neg:d more information about safeguarding the pickup, please call me at -
v 6358128, . . | PRI

. . R . “ $
. 3 . ‘ ' : . ..
Y - . . 4 - ’ .
RS ~ . . . . s
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1.

2 aths- _ isle-(Ford

* pickup 79B1107) shi r ; uilding: We drive across town | o
twice a day to pick up our courrer vehicleland turn it in at your motor pool.. =~ :

o These trips cost gasoline, mileage; time, and productivity—which can-be saved by I

‘. parking the vehicle after duty hours where it js needed, Bere in town at the / >
¢ \ : | dJGens sfbermission is reques ed\ /. 0

. . t)“T'he Federal Building is on a quiet street and'has GSA-contract guards on
. - duty. 24'hours a day. The vehicle will be parked in.full view of thg'guardczpsk. e
< (This arrang ‘ 3 _ W ard s visor. se
. of stfQng lightiag in front of the building, the vehicle can.be seen by city police . oo
on their regula _atrols.‘;Th‘e vehicle will be locked at the end of the day, and-the - ‘
key and servo plate will be controlled through an access letter. In addition, we =~ .. B .
will follow all okher precautions for keeping the vehicle safe. T o

4

g »
'you need more information 1

. _ bout séfé‘gu'ardihg the pickup, please call-me at- . .’
6358129, . o T ~ -

4 . ) -,

N >
v

. Why keep the lastsentence bf the letter? A phone number is an important courtesy and any = -
.__ ¢ letter shoulg:give one, but couldn’t4T go-in the reply caption (which we ranout of roomto ~ . *
- show)MThe answer depends on the kind of letter involved. Lo S ) )

[SE
»,

. When writing to persuade rather than to routinely inform, end strongly—perhaps with a

_+ ~ forecast or appeal. When feelings are involved, exit gracefully—with some expression of good

o will. When in doubt, offer your help or the project officer’s. Propwash’s letter makes a
special request; so'he ends it on a special note, an offer of help and anumber to call.

: -Remembe::‘,.though,'that most letters can just stop. ' ' o

How was your doughnut?
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i S oo _ Speaking'on Paper
L . - :é; R _ - ".'Ns. /
lmagme you're. talkmg to youryeades. '_ . o '

“'\\ .

- To get away from the outdated formal style, make your.writing more Ilke speakmg Now we
© aren’t saying you should cepy every quirk of speech down to grunts and ramblings, And we

know that some peoplc speak no better thame they' write. ‘Still, because people “hear™
writing, the most r¢adable writing sounds like a person talkmg toa person. Begin by imagin-
ing your reader is in front of you: If you're writing to many different readers and po one in.
particular, -picture a typical reader. Then apply the jollowrng trps-the est. of speakmg
Up-to-date writing suggests up-to-date management . -

-
‘:

- R

- Avoiding natural references to people |s false modesty When speakmg for your unrt qr FOR '
‘THE COMMANDER,.use we, us, our. When speaking for yourselfhrf you're .in charge; for -

example-use I, me, my "Balance those pronouns with even mdre of you and your, so your
reader gets the most attention. (“The service you receive” suggests more concern for the

- reader than ‘‘the servrce we. provnde.") We're askmg you to help stamp out untouched-by-
_ human-hands wrmng _ . , _ _ .

Useeontraetronsfreely ' A PPN L

-
PR o

Contractions link pronouns with verbs (we'd I, you re) and make verbs hegatwe (don t,

‘ean’t, won't); Only a few subjects, like reprrmands or funeral notices, are too solemn for the -
.informality of contractions. Day-to-day Air Foree \»(rrtmg should be rnformal enough for

L

.

contractron ' frt naturally. , it

ey

. E A———‘ )
- Use questnons now and then to call attentron to what -you want You, reach out'to your

reader ‘when you 'Sgd a sentence- with a question mark: Ina Iong report a questron can he a

welcome change. Hgar how spoken a question |s7 ot ) AT :
. : Ty

Use small words. R o P e e

“ L]

Want to geta Iaugh from readels sensmve to language7 Substrtute pompous WOrds for small

- ~ones. Don't start things; ifiitiate them. Dow't end things; terminate them. Think o the dudee
-in_those old Westerns who overdresséd to impress the folks at the ranch. Overdressed writing

fails just as foolishly. Readers may know utilize means use and optimunt means best; but.
why force them-to translate? Come across asa sensrble person, someone \vho knows good '

Englrshrsordrnary Enghsh : 3 _ R T o e

. -
. o -ty 3
- . - o .

. . - : S

- Keep sentences short o S ) e

v . . : Fa .
Though short sentences won't guarantee clarnty, they're usually- less confusmg than IOng
.ones. Mix short and long sentences for variety, but average no more than 20 words. You

~needn’t count every word ‘to find yo)ur average Instead average about two typed lines.

. . . . . - c.
Le : [ : . . , . AP Y S an

ae . S . e

i . . “.
I o~ . Ay

W
.
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@ . . speakingonPaper

." V_ -- .. . o ) A : . . . \; - | 5 :.. .'.F
P - Us personal pronouns, contractions, and small woids to turn these fancy séntences into S
: .. ordinary English. Follow the example by working' with one underlining at a time. Ifyou're « .

/. stumped, check Simpler Words and Phrases on page 69. . . ' - .

‘ X. Your office will hear by 15 September whether this headquarters has - . - Tt .
+ -« favorably considered this recommendation. s S
T N
LY. St . . - T . . T . . .o . . .
. R\ R R . ! . - ) ) ) . . : ) B . ., ) i

. . ) e e
e ' 1L Al addressecs must implement the new policy piior to 1 Aprik. -~ L
. . - B - - "" ) . oo — . . . . L -
. ¢ . e . . v .
T e I - - . - . ‘ . v ' -
O N . .":;E". _ . -

. . . A

: . L2 ‘It is realized that you wilj have to effect numeraus modifications to cufrent

: .. procedures expeditiously. * . " S BRI )
- [ .. o - ._‘ . . . . . . _- . - .
- . ’ . ‘ N 4 . , . P \
- < A ) - ) N S ., . .

.‘ - - ’ < ' \‘} . Ty . e

‘ : . . . » | S . e e .
" 3. However, the magnitude of the resulting savings should be sufficient to make

) up for the disruption. = © - . - . ..
. . ’ : . . . . -‘,
. . A .
‘ $ s A . P
] . . .
. ’ : ‘ T '- : . . B S . s x -. )
. ) E . . < . . . 7 _ : '. .. . - . o
. o LT o B .o : - . L . -
L 4. - If more personnel will be required to accomplish the assignments identified -

. I in thel'aitachment,request you _ndtify_this'office. e e e e
& - T L

.
e m s : R . - . D .
. . B . o .o .
; S . . .
.
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8

Z It is realized that you will bhave t

. . . ) 5 _ . . o .
SN i . . ) . Y _ R

» . . a

- . ) . . .

t.‘[‘.
Jouw T eamy ok VT e T

1. ’ Ail’addressegs, must implement the new policy prior to 1 Aﬁril.

)

-

w --'Thohgh you' can replace all addressees with qﬁeryo"ne. you-is the’

. ‘ettér choice. It’s more direct. _ -~ » ' L .
_ o N ST

~ - . .

“

. o . <L . o . . . ) 4 e 4
&.);..'Mola"n..c Sm,u ‘ ,,«.L.._ m...; zt—ac..’,..q,

o effect numérous modifications to current -

. A

. " ) - . : . R

: - faaks (o) Nﬁo‘ \ : : . ) . . . T ' o -
Ppracedures g—xpediti’oa y . - ' ., )

sly.

. -

3. Howéver, the. magnitude of the resulting savings should be sufficient to make . ’

_up for the di_sNﬁtibn. R . .
. o . 4. .‘, ) . L . r .
Favor ‘short, s'.'poken transitions over long, bookish ones. Use _
" but more than however, so more than therefore, and also more A
« than in-addition.” And ‘use the professional. writer's technique of
starting sentences now and then with conjunctions like ‘and, so, _ . L
andbur, - - B 4 : R

[ : . ..
.

.\‘!'k : oL ‘\, B ' I

-

4.  If more persopnel Will be required to accomplish the assignments jdentified
in the attachment frequest you notify this office. : . A
* L T < -

N You 'may have _ti'oubje kicking the habit of starting a réquést with

(.~ the word request. Kick it anyway. In talking right to someene,
~ypu wouldn’t use request thie way sentence 4 does. T L
R A\.. - ..- -\ . . . o ‘\~. : '.- . )

-

_'1. _ dc,(.‘_: . (".:) . 'z . '".
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.'. ASK %ESTION Permuss:on is l‘equested to park our courler vehicle

{ ¢ < . vg - . : ] .
| s
. N 4 . h b . * ) ' : ~ o - . ) o 25.
e T T -~ Speaking on Paper _ -
b. x . P . ' . Ny
&, ’ N - -’ . o B B *
Request comphance wnth paragraph 4 by forwarding a Ilst of those who have .
N i ————— i :
° elected remuneratlon in. Iieu ofa subseqt:ent transfer .
< L . . . . -0.‘ . .
o e ’ o : L SRR
We are endeavonng to minimize problems, where feaslble, before. they : .
. .- . - . . " -
adversely afféct our progress: . L _4 _
L ] o - ) <‘ - - - . . .
. . . . . " . f
‘ : . “ " | ! . “. -
o o e - : . _ . ...' .

We will.disséminate additional guidance soon."

R \1 - ¥

. .. N . . - - . : “
T R 1 - 7 - AN
- . : - 'N

——

4 -

.on wee ghtsarid weekendSatthe Federal Building R S
SN T ] ) : C &

“
L3 " "
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6. .

8

K

Request comphance wnth paragraph 4 by fOrwardmg a list of those who have. ~
_ elected remuneratuon inlieu ofasubsequent transfer e T
. e o ) . *.
We'ne 3‘3-«] A&M(«)W d-u-n M&(w\ e Cany
Weare endeavormg to mzmmnze problems where feasnble befpre they
[ WG : ‘3 : . . . d
adve'sely affect our progress \ : L
' T L oo . '
Except for special emphasns, aVond starting more than two
.sentences in- a row with we. This way you'll avond tnresome
regetmon and any appearance of seif-centeredness I
. | * _' ’ By
- l.)l.u m.u_{-t)wd Rt - | L ot
We will dnssemmate additional guldance soon C e s
. <3 ..
Though we all ‘know what addztwrzal means the word is still
fancy. Any ward is- fancy when you can subsmute a smaller word "
without changmg the meanmg - :
) : '/‘10-3 we. )
ASK A QUESTION 'Pems.‘neﬁ-is-re'qﬂes&ed-topark our courier vehicle .
on week nnghts and: weekends at the Federal Build_ing.’9 E
S
‘. ‘ \ . ’
P
i ) K

-~ . o . )

.
L)

‘e\.&“‘_ : DR Ling R u&’

T



. S LA S T ' o Spéaking on Paper

. ” ‘ {..:“

The sentence belo@‘ the example is much too ]ong Break it up’ by adding penods You'il_ | )

have to tmker mth a few words to t ke the new se{\tences read well

- X: I am not able to pomt out unusually bad examples of the deﬁcnencnes that
L 1 have listed {a-that——{l;ey are not to be found in.one 6r twal horrar’ tases that
| ' e | could brlng to your, attentnon‘d-theugh I'recall a memorandum to the

_ RS | Secretary of Defense that was wordy and excesswely detailed wh‘en, in fact
- / : " . _ we had very little of sugmftcance to say, and'ﬂnother recent offender was

p - gurlty of laborious express;ons that are best descnbed as consttpated
-_wr_ttmg _ . : S e @
. Q‘ual_ity _and quantity in communication. tend to hdve an inverse-relationship,’ _
s L . ; - ' “ - . -

.- R “for as Mark Twaln onge sand “lf 1’d had more ttme l’d have wntten a

) shorte; book,’ and indeed virtually ¢very day | see too many tgports a'_nd

. N . : . 5
. ) . ' .

.-

-

memos, and many of those aré too long—tao.much short-term raw
. - N ‘ . .t . M A . .-

. information with too little long-term meaning—in that, as often as not, I'm
" offered three pages when three sentences would tell the story better and two .

L , ~ sentences a week or'so downstream would tell it better still. .

o : . ) -- - . . . . . .
¥ . < [ ® . &,




. . : L - .’ - ‘- e <« * .-7
N ! \ T "-_.'. " ) ‘ ’ g 7
- « ) -' ) - . - ‘ T e . .’
' BV - ' - . ¥
. _'. ] _‘. . .. . ' ‘ s
. ' LT . o ) -
""’)‘ - - . . ~ " - - . N .'.‘ ‘- ’ ) .
- ,\-_' _.. . . - : < ‘ .
. B ‘n '- . ) o t ' : ’
- . *\7 . . L .. . - . - ', - .
Though‘ several answe:s ‘would work for almost any exercise, we've usually suggested only-
2% one to simplify thmgs Here, though, we suggest a smgle fix to show you how two successful
wrfters have kept their séntences short. ¢
e Thc example be;,an as part of a 1963 memo from Eugene Zuckert, Air .Foqc&Secret_ary, to
s General Curtis LeMay, Chuef of Staff. * . ,.‘ .
Ly The statement you edmd bggan as part of a 1977 Ietter from General Dav:d jones Chief o
' Staff toall Airf orge 5enerals. . 2 « . . B
’ \,‘ . _.‘ ‘.\ .. . . . .7 ' : * « ‘- . =
- . o - . 7 r . - . o :
r \.\ Qualns and quantity m \.ommumcauon tend to ha\-e an mverse re:laxtlonsth,< M
L SO ' e N
e 49«*45 Mdﬂ\ Twam oncc said, “If l d had morc tnme I'd have wntten a . .
. " . L]

"shOrtcr book,;;w\'irtually cvery dqy'l-see too m'any reports'ahd

-
[ ]

. R H ) - .
- . ! N a . .
. . . ¢ -, . » 3
-, . T ‘ .0 :
. . . - . a
: . » T - e L . - H) »
. B R ) . . . . o
. .

. -
sentences I week or 50 downsucam would tell itberter still. . ° o
. - - . o - . o + ‘ .
, . e .
- . L ’ . e -,
[] . i i B . - ) . .
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Had we made a film on economy in writing,
it would have come here. Economy follows -
naturally from theé principle that writing
should sound like speaking, only. tidied up.
But our captain couldn® revise his roofing
* letter. forever,-and other subjects pressed for
emphasss on ﬁlm. o :

Stnll effectwe wrltmg is economlcal wntmg
Once you've included only necessary ideas,
work to awoid using more words than those -
ideas deserve. Unfortunately, writing can be
wordy ip so ‘many ways that the best advice R
“we can give .you is awfully general suspect
wordiness in everything you -write. Quarrel
- with every paragraph, every sentence, vvery
word. When deadlines permit, let your writing
rest fog a day and then rewnte it. And rewrite
dt. = . a

_Take a quarrelsome approach to the common T

.. types of wordiness listed oh the next page.
~ After ypu fead about them, go on to the

exercises for Avoiding. Needless Words the

ﬂlm we dldn’t make B
- .- LI .
- < . -
. L4 (
. l\ -
~ ’ e~y
. 'y ]

e .

.
e

i

-

sauomss

.
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‘ S R . - .. Avoiding Needless Words. S

s Doublings -~ - 4 .

.8 v

Avoid writing about a project’s importance and significance. when importance will do. -
... Avoid- writing about a person’s success and achievement when success will do. Pairs of words’

‘with similar feanings add needléss bulk to writing. Whatever the differences between rest -

- and evaluaté, for example, they aren’t worth calling attentjon.to if you just want to give
ageneral idea. =~ - ; : P . e

& e

“h

.l

No two ‘words hurt Air Forceé writing more than the innocent-looking it is. They stretch

. - sentences, ‘delay your point, and encourige passive verbs. Unless it refers to something

. Mentioned earlier, try to write.around it is. For example, “It is recommended that you write ..
economically” can. become  “We recommend that you write economically.” Less common

but no less wordy are cousins of it is like there is and thereare. - '~ «

. ¢ —I.

Smothered_Ve;bs- o ST .

Y. Weak writing wastés verbs, thé only words that can do things, by relying on-general ones.
. 4Don't use a general verb (make) plus extra words (a choice) when you can use one $pecific .
. verb (choose%z Here are some common smothered-(and unsmothered) verbs. “The commit- - .
tec members held a meeting (met) to give consideration to (consider) the plan. They made

L .o~ . the decision (decided) to give their approval; to (approve) it.” Get the idea? Make use of .

. () specific verbs!” - ._ . , _ L

“That” and “Which” - - - . . -

=== " Don't yse rhatr and which unless they help.meaning or flow. Sometimes you can just drop
these words: “‘We believe-that the changes +wiieh they asked for won’t.raise costs.” Some-
times you'll have to rewrite slightly:.. *‘a system that-is reliable” becomes *“a reliable
A ‘system.” Check each that and which to make sure you need it. o S
ﬁ. ) ) A . - . N \ . - L. - .
Y- . Wordy Expressions. - . . .

«

<. Wordy expressiegs -are needless phrases introduced by prepositions like at, on, for, in, to,
and by. They don't give sentences impressive bulk; they weaken them by cluttering the
. words that carry the meaning. So prune such deadwood-as for the purpose of (fo), during
3 " periids when (when). and by means of (by). The longer you take to say something, the
' weaker you come across. - . e : : A
7 . : . . . 2

.'tiut-'z-s,‘;pbfageg N R

. -
*

[) - %

~ .
)

. Triough you should cut out need

) i less, words, sometimes you can go too far. Don’t build
0 hut-2-34 phrases, leng trains of nouns and meodifiers. Readers can’t tell easily what modifies
o what or when such trains will end. You may have to-use official hut-2-3-4 plirases like “Air
N " Traffic Control Radar Beacon SystaR,” but you can avoid creating unofficial ones like . -
T «increasgd high-cost-area allowances.” Adding one small word will make it more readable:
. “increased allowances for high-cost areas,” -~ . S
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_OL'D: “‘By virtue of the authority vested in me by the Constitution of the United States

: .. of America, and as President of the United States of America, it is hereby ordered . -
N as fallows, . ..." e I . . e,

NEW:  *‘AS'President of the United States; | direct. .. »
’ . ' § —old and new beginhings to'Executci_v'e Ordqré
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A3 you work through the exercises for each type of wordmess, look for one or two errors
e in.any sentenge. You may want to retum to. the rules now and then to refresh your - \ .

.memory ' o
ty . PR & 4 - . .

- Tlghten the followmg sentences by avoudmg doublmgs S : _' \/ L

. e
. e . -
- - - . .

 X. Discuss and-explain any _speqial faétor_s md-eensfdeeauoaem an attachment. ~ |

. ~

v - . & - . . ’ ) ' '
- - . S L . .. ‘u
~ C e 1
. v - ' i _ : R N 4
. ¢ .« A 0" : . _ . “
- - M . . . - - M . B 0
J . R

B f The mtent of thns pohcy and gundance is to Inmit smoke and nonse durmg s K

co /engme tests. o ‘ ; . A
e — } N ° PR "
T . P : : : - . 3 RLE ’ . '
' L2 Only the vice commander may modlfy or adjust scheduled tra\mng for S
. _admlmstratlve and/or commumcatlons personnel -
;' ) .l ' . ._ - . B . N o .- . . R ’ ". . . - \~ . - <
’ - . . - - ' 6
. hd ” -
< 3. The exercnse wnH begm on or about 5 October and Iast for 14 days
[ e ¢ - \ . i
3 . L. ' -
( .
IS N - . . .
- (] S . ) - \ ] - .
* . " :
Y . LT .
. A A - '.
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. engme tests. .
'\ % . . - .. . . ) : . ’ e C,_
2. Only the vice' commander may med#y-epadjust scheduled t;alnmg for
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Y. 3. The exercise will begin-engrabout 5 October and last for 14 days.
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o Avodmg Needless Words

L ! ] v
. 4.
~ ! \.. . - ‘;' ) ' . . ’ ; .‘ . - M ..
Make the changes needed toavoid delayets Vike it is and there are. e
. R - - . . . A _" ] ’ . T - . “I
X mwﬂqamiemeto see your progress. .
: %,
Q-~ e’ - ) _‘«‘ Lo o Y ’ oL . - . .- . .."P )
R DN . ’ A - s -
v ‘ : - N
. 1. "ltds our‘opinion that the quality of the program has improved M
w, ) ! - - . f) . s . > “ *
- e ( ¢ .:; ! B ) " : \n" ! .
_— . ) - .'. .. .VD'-‘. ;' N ) | .o-\'*. '. ) _ ] | o - L N
2. . There was no requirement in AFR 11-4 that prevented -sush host-tenant
w'e'ements. . . - ] e }.‘- ) -’.' - R R
- ] - 2, 3} ) - . ) . . . &
% L ) . L) ) .
. Pl . .
P \ ) * . . w ) .
. ; .; (] ) ) K
Yoo T e e ' - ) : \
3. 1t will be our goal £6 make sure there are opportunities for. everyone., ..
. o ) \‘ ) 9] ¢ ! y .
£ . . .
4, 7 It is not mindatory that Ieave be. taken when it is requested but |t is
necessary that you requést it. ;. .
14
. ‘ - -
b : - .
~ <. . s‘
. - » 4 ) . -
’ . - 1) . .
[ ¢ :
N ) “ - F ’ v
~ . 1 ’
: . » 7 ' oA
- Le oL s .35 |
- . - . -‘; . . fa

L

P&



oWt

. . . . ° ' B ) . . ’ -
. ) . A - . ) oy

- - - » . . 2 . . . . . : .
3 ‘.3 . . p : . . - Lo e ' :

s . 4 . . D -

E feqtnve Wnung ¢ et e e i‘ R

yoa . A L .- . T LI L TR -
.“ - N ‘ ', o \ : .

A =~ ) N

. . o ) 2 ) ‘ " . » h) . - NS

L " - ) - Y . . - 5 -

N Ca, - 4 2
" N . -

.- S e

'. Oun Mw - /j‘ ’ . ::,. ' " L
SRR %&mthat the quahty of the program has lmproved S
iA. - S - \ . PO . . o . ’ . . -

. L -_ ) “ ' . . ?i):-'.i._ ¥ ' ’:-~* _ « T _,- _ . . _(‘.. ! o , X a
- . - '- ). ' * '

AY
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.'.ﬁ_ g o ... 7 77 Avoiding Needless Words -
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. * " Tighten the following sentences by avoiding Smothered verbs. R g .

. .

. .. - e

X AFR 131

 the. Air-Force Writing Program.. A .

¢ , “_- | ._. - | o - . - ) - . . . ..‘
) " _ N .. . . _ . ’ e o
1. Yoyr complaint about Martians in your silly putty makes referenceto- - = -
L  » correspondence we haven’t received.” . i T s

. . . .. L . N
- - i .
. o . N . - .
- . - . - .I - N e ’ : d .
»

EERT 3 "Qffices having a requirement for tf:}s‘ report should give a brief explanation
M . #. R o - S - ‘_ = : . . o : ~
. of their uses for-it. B T . o T S

. -
[y .. - . A

. : oo - n . . ' : C e I
I ( L : . . _.' .'7' ’ ~.'_.. L. . N . . A ‘_ . . .
" 3.  Paragraph 3a makes’ provision fof storing extra sp'pplies and is'applicable

—
- & St e . . - . . .
~ toall units. - . T e -
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~ Look at your work as though it wete done by your enemy. . .. if we look to see where it is
.« wrong, we shall see this and make it right. If we look at it to see where it.is right, we shall -.
_ { _see this and ndtmake it right. - -~ -~ - ‘ S o
AN L Y —Samuel Butler, English novelist -
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correspondence w_f.jwaven trecewed
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3.. Paragraph 3a mkes—pse-waen-for stormg extra’ supphes anH ic-ip-pleeable |
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R : Avondmg}ﬂeedless Words

.. . . -
-

Get rid of needless tlmts and whiches by simplysdropping them or rewriting slightly Don’t
get carrued.away, thougﬁ Keep thc ones that help ‘meaning or ﬂow. -_ . O
X '_ In that case, we belieye -&h&they' should go. ' N

s - . .. . -
. . ‘a A .

e el
B . ~
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.-' . ...'. ) . ". "' ]

1. Sentences that are short are easier to read than sentences ‘hat are long.- .-

L. R oY - . . - . d

. . .- . L ’ A

¥ 2. That's the report that ydu."wr!ot_e. .

. . - - . . .
- . - . -

. 4
N\ ‘ . o -

3, Wé_'l,l_éhéck for any flaws that exist in the program.,
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1. A&entences

shet-ase-shert are easier to read t.hanl\séntences;thet-m;logg’: o Sy
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. -2 il'l:a:tsth.e? relal?rt-eﬁaeyoq.\yrote_. ) . o y

»

- “ 3 Wefli check for any flaws-_dntexis_biﬁ theprogram. .~ . ..° SR
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. S .. .. *Avoiding Needless Words

Tighten the folAwing‘ sentences by reb(a’c.@ng wordy expressibns; |

.- ' L - . . : o b ‘ ~'—  | ‘
- X!, M‘aﬂ else fails, it can be repaired by méans-of a swift'i:ic'k_ R
. totheframistan. e A s

- ) : ’ -
-

Ll . .

AT 1.. Inaccordance with AFR 75-10, reporis._must'.'be filed ona q_uarterld;s. o

-
. ) . . R -
. .
-
-

2., In the month 6f January, they wil] start a study for the purpose of testing
S | complfance with the new policy. G L

. [}
.. .

3. We'H revise our aPproach in the near futufe in order to improve operational

readiness.’ . : -
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. 1. in-aceordainee-with AFR 75-1 0, reports must be filed ef-a quarterly dasis,

T ) .'- M\ . ) . * -

. ' : i ' '

2. ln*hmmh—eﬁ January, they will start a studyfﬁﬁ&lw-pwpese-eﬁ testmg

comphance with the new pollcy

3. - We'll revise our approach mf*fﬂwfem to |mprove operatlonal
. readmess '. - : . L : S .
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Avoiding Needless Words
v
. \ . -

Makc the sentencq more readable by rewntmg the hut-2-3-4 phrases o

.y .
.o ) o 1 i : L oy,

- . . . ) - A .. ) N ~ / .
X. PROJECT BLUE will benefit from eémputef—pfemad\vance.informaﬁon&

T e

. v . ."l). <

l' . - ) . )
. . . . i . A ' { <

- 1. Rapid operational equipment distribution is a strength of ﬂ)ew_pjar—n. °

.

2. Your manning-level authorizations reassessment suggestion should lead £
 major improvements. . o N o '

-« -:.
k]
. . \ . . . *
) g o - L o g .
3 o The regulatlon cxplams Commumcatlons Center operatloﬁ?\n\rsonnd
training. N P '
. ‘ N - AQ.
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o dPbebion of e SR R
+. 1¥  Rapid Aoperatnonal equipment -distributien is a strength of the new plan. - « '
d .
o 7 - 4“-9114.1'-» G—-M—O«-«w s e «.H " t : .¢
S _ ,2 Your‘\manmng-level authonzatlons ton should lead to . .
' - T major improvements. . ‘ o
A . .‘ hd N . - 2 T ..
- . \ 'Y . ) ' . . H\& ‘e o
3. The reguiatnon explams Commumcatlons Center operatuons personnel - .
| _traming ' T A ‘. e
€ * ’ . " ‘
We gwe up Does thls hut-2-3-4 pbrase mean “tralnmg for .
operatjons personnel from the Communications Center”? Or does 4 SRS
it mean. “trammg of personne1 in the ‘operations of the Com- - ‘ o
' municatiéns Center"? We re not sure. And that s the trouble with .
i such monsters o
. : Orderly tnme -phased pnorlty-based civil engmeermg work planning and desugn budgetmg
supply and procuremen,t center support was not mamtamed . .
«. - world S longest hut-2 3-4 phrase
-~ ' 3 b L.
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S : ) Speakmg on Paper& Avordmg Ne\edless Words |

' ‘ 4 Remember Max Propwash from the summary exercise for Orgamzmg Your ldeas? Well _
", he changed jobs. Now_he’s with the Security Police at the Air Force Academy, and he’
ST “heading toward xour‘dak Duck into a drawer! Pretend you re a stapler! Too late. . o
Simplrfy his bulletm‘ notice so it uses “thie rules for. Speakmg on Paper aed Avoiiﬂgg" Need-
+ less Words. Read the first sentencé and our ch?nges to geg the idea Then go on ?&’talk to a
reader with small words and few of them oo

vf . N -.-.\ 4'/

DRIVING CONDITIONS DU RING THE SUMMER MONTHS :Fho-pﬁepms&y—

- o . —Gem&tefs—te-&eAcademy&ee«hrbrmm drnvﬁgbﬁ%g—&e@ummer §
: . y R
—menths-rsespecnallypsevalene at the north and south gates Sudden stoRs and

4 \..._ : '15.

changes of Ian_es are frequent p_ractices that serlously increase the potentlal for

~ anaccident af these locations. In order ‘to ensure personal Safety as well asto -
. : permit proper and sufficient reaction time, it is essential that persdnneI' obey the

' g posted speed hmrts Al,though the majonty of personnel do not speed there are |

. - - '._
Ll

< a number of drivers who frequently enter the mstallatrpn travelrng at speeds in

‘;.

‘excess of 25mph: In an effgrt to.correct -th‘is serious @nd uns'afe' situation,‘Security ne
" - 1.~ Police will-be selectively enforcing the speed limits at the gates through the

)
®

_ operationi of moving and 'Statidnaj’y.radar traffic monitoring devices.
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DRIVINGCOND!TIONS bu RING W'E'SUMMER MONTHS: 'Fhe-pfepensu-y-

fomsﬂeu-ee—eheAcademy Mwmdrrvﬁgbehsmﬁm summer ,

3, - % - -
' -men&hmespecrally preva&em at th rth and south gatesfedia-_esops_‘ and ¥ . .

I'/-

3 m -seriobisty increase the petemra\‘ for
. _— . ‘..‘ .- o “ - M . ‘7 .
an accident as-thescasations. Mﬁwﬁm
‘ 44) -“ o ﬂ ’ ' .
Hpropg reaction-time; %mﬂmpemwwey the -

_—
bean
' -a-number-ef drrvers whe—fnqum&y enter the m&hﬂa&eﬂ travelmga&-sﬂeeds-iﬂ-

- -omss-ef-ZSmph hiﬂ-eﬁﬁen%correct thlsseﬂeus-md-unsafe srtuation Securrty ™

B . :
‘e 4 . ) .
4 -poste&speed limits: mEgh“&Wm@mMspeed ehere-ere— -

#
Polrce wrllbo-sdeeﬁvely enforeﬁg the speed hmrts at the gates through the- - A
GPOMMMW ioR-0f-movi on radar.*ﬂfﬁe-meﬂkemg-deﬂees-. i s
o ._" o . e .. . . . Co. . . ' . L .
‘ NN e '_

s ’ N

The orrgrnal notice is formal and wordy. But f you 'go too ?ar in avordmg these. problems, A B

‘you may become. chummy or telegraphic he trrck is-to strike a balance between those :

extremes . . _ . , A A

break
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- To spot passwe verbs, look for any ‘form of to be plus a main verb endmg usually in -enl
or ~ed. Forms of to ‘be: iseare, was,. were am, be, being, been. So.passive verbs look hke '

Ce

| | A'l_.:- - | . ‘: ..e e . . - ) L. 47 49 . .
L. - : oot oo T oL Solving Special Problems

. Write aetively, doers before verbs

these was inspected, fm.s beerr chosen, is beirtg closed, may be reopened,
Sentences written passwely are wordy and roundaboug. They reverse the n{tural actrve

order of. English sentences. In the passive .example_below, notice how the receiver of the -

: verb S - acuon comes before the verb and the doer comes after

Actlve . The commarnider inspected the base. « < * - | L 4
SO .~ (doer) {verb) (receiver) 4 o e
Passive: - The base was inspected by the commander:_
: : (receiVer) (verb) . . - (doer)” .

o Besrdes Iengthemng and tWrstmg sentences, passive verbs . often muddy them. Whereas '
.| active sentences must have/doers, passive ones are comp!ete wrthout them. :

3 Nomrnatnons must be approVed beforehand. By whom? .
. ~Plans are bemg made. By whom?? |

Your proposal has been dhanged By whorn”? 4 e
You will be notrﬁed By whom???7 ? - o ,

To avoid most passive verbs, find the’doer of the verb’s a‘ttlon and put it before the verb
"By leading with the doer, you‘ﬂ automatroally follow. with an active verb

The commander must approve nominatrons beforehand _ _
We are making plans.. S e - \ .
T.hey bave changed your proposal. ' -

o \mll notlfy you. o

the verb or drop part of it:. _ .
Your request hasheen-reeemd’ S
The Academy relocated-in Colora.do S L -

“.\

<

Write actively most of the time, Qver 75 percen; of the verbs in magazmes and newspapers, )
‘the kiads of writing we like to read, are active. But some Alr Fofce writers make 75 percent -
-~ of “thteir verbs passive. Because passive verbs look back to whatever recerves the actlon,

reading passive sentences rs like dnvingin reverse. . 4
Write passively now and then-when you have good reason not. to say who or what does the

_.-action. This srtuatron may occur if the doer rs unknown, ummportant obvious, or better

left unsard. - o . 3 -

iy -

Lo Now'and then you cap avord a passive verb wrthout rearranging the selntence S'mply change e
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o Wrmng is Just work-—theres no secret. lf you dictate or use a pen or type or write with
- your toes—it is still work. , / R
. e D - o ~Sinclair Lewis, novelist
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o ,thus approach when he makes these changes.

- If your writing in. general and your instructions in partrcular ‘sound llkerthe work of an -

T Keep hsts parallel

.- . . . .o ‘ - . P .v R : . - .
w S e T I - Solving Special Problems

R Y

B s 4 .

Doer obvuous Presrdents are eiected every four years.
. Doer perhaps ummportant The parts have been shlpped

. o

o Thrs isn t a license to kill. When in doubt write actlvely, even though the doer mlght seem _
*. obvious or unimportant. You'll write livelier sentences (not, livelier sentences will be wnt-

ten), The point is to make your use of passrves dehberate and mfrequent

. e

‘\B&-

o e _.'

'_lnstructrons deserve specral attention- because we write s many of them often with,so

many passives. When' you describe” how to do somethmg, tatk directly to your audience
by 'leading with verbs. (This isn't a néw way to turn passive sentences into active ofes. A .
doer, you, will-be understood’or stated in front of the verb ) The captam in the /{m learns

DrweWays must be cleared. — Clear your drlveway _ e T ¢

Front door‘s w:Il be avora'ed -——-—-0- Avozd your front door. ‘ g IR

R

'He leads with.verbs as he 'talks toa typrcal occupant of base quarters

—

important person, they're probably poor. Let the srgnature on a letter or the numberona
regulation carry the authority; don’t try to put it'in your language._W,‘rte actively, as*if

someone has just walked up to you and asked what to do. - o .

. To improve instructions further apply thgse pext techniques: (a) state fules before excep-

tions, (b) stress important points, (c) choose exact words, (d) say who does what, (e) give

o examples for difficult ideas, (f) divide processes into small steps, (g) use parallel Ilsts sub- .

paragraphs, and headings, (h) average only 15 words a sentence, (i) #nswer likely questions,
(i) test your material, and {k) rewrite to avoid ambiguity, Until Murth s Law is rescmded '
yQu must write so you cannot be mlsunderstood

‘ V. |
e : e S : .

.‘_ ‘ . ‘ : -

- 4rv lists, stick 10 one pattern. By avordrng mterruptlons, you set up exp ctatlons that make

readmg easy. Vlolatrons of paraljelismi occur most often when writers mrx the followrng

Thmgs and actlons, - S T 3
Statements and ques‘tionw- - e : - 4 . .
Actrve instructions and passive ones. . . L \ : .

In the pa;agraph just above “Keep fists parallel,” all the: instructions (a¥) are active and
therefore parallel. The list would lose its parallelism if ¢ used a passive vetb (“exact words -

must be -chosen”) or if ¢ used things (“examples fo difficult rdeas") e trick 45 to be. e

consistent, Make |deas of equal importance look equal , . e

. .._..!e-_., - ) ) ' : -, . ..‘r.
'..i . .- . . . - . ‘\ L, " .
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. ¢ - ‘Solving Special Prqglgms, -
S : .' .

Turn these passwe sentences mto active oncs, Ilke thls.
. iLq.Q, w(m MM, : B
Xo Free dental care is given. under thls plan S A

L3
.
. to M

1. Farkled _fibbeté are explainéd in the attachment
T2, A plane was taken by me to Kelly AF_B- and seme parts were picked up there
- 3. Your support is apprecnated -
SRR (Assume you're wrltmg on behalf of your organization )
N .4 Ithas been decided by the commander that more decisions should be made
S . by element leaders.. . - < oot ; | L o
. ) .- . :‘_ .. . 3 .’A“/\‘-.A o ) R
y . ‘ . ! o o
-5, Your requests must be épproved beforehand o Lo
. — ’ . - . . - . ) v
- ¢ f. ’ \ : o
T2
b N
!
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B F The attachment explains fat_';k_le'dlfibbéts-.t : o

_ o . Verbs have tense and voice. A verb in‘any tense'(past, present,
P . futuré) may be in either voice (active or passive). The verb are .

o B + explained uses the Present tense and passive voice.-As. for doers,
. - 7 they may be anything—people, ideas, attachments, or farkled
.. fibbets. S S

- T 2. N took a plane to Kelly,A'FB a'nd‘pic_k‘ed up some parts there..

? i e \ . e . :
« - - We'd say this acpive version. Most verbs in speaking are active. g
- Unfortunately, many Air Force people would write the awkward
passiveversion. | ° -~ . o o
L ‘ S _ ¢ »3. - We appreciate your support, R L L
“Your support is appreciated” sends the wrong signals; The (. -
passiye verbr and missing we announce that your ‘writing style, L.

(3

and perhaps your management style, is out of date, =

“ “Can you overdo personal préi‘xouns? ‘Rarely. Still, to avoid an .

' ' accusation, you might say passively “Little has been done to -~
correct the problem’ginstead of *You: have done little to"correct. o

the problem.” . - . _ F

4. * The commander has decided that element leaders should in_ziké more
decisions. S - .
2. Don't let should be made fool you. It's passive even though the
_ ~ main verb doesn't end in -en or -ed. The past participle of to make
. sirregular, . . ' - ,

~ . .
S . - L . "

.l'. ‘

Mmust approve your requests beforehand.
. . ’ )

Just who must do-the approving? This sentence from a regulation -

doesn’t say. Avoid this serious misuse of doer-ess passives. Make .

sure policy staterments say who does what. Say, for example, . .
_  “The commander must approve ‘your requests beforehand.”

-
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F
: In the last. exerclse, all of the semences were passive. But no more hice guys. In- this exer-
’ cise, only some of the senténces are passive. Rewrite the passive sentences but do nothing
. with the active ones. (You saw the sentences: earlier as the third paragraph in the final
S -exefclse for Orgamzmg Your Ideas.) : , o .
B 1. The Federal Bulldmg is. ona quiet st.reet and has GSA-contract guards on '
duty 24 hours a day '
" 2. The vehicle will be parked in full view of the guard desk. .~
s _ | . _
Frla 3. (This arrangement has been eodorsed by Mr. Rockwell, guard supervisor.)
. . ¢ R ¢ . P . - X -
4.  Because of strong hghtrng in front of the burldmg, the vehicle can be seen
. plitng
by crty polrce on ;helr regular patrols. '- .
§ - .
- The vehrcp will be lacked at the end of the day, and the key and servo . |
 plate will & controlled through an access letter. _ . MR
__ .
_ . ‘ . - . -
t RN

. . ~ . i ’ ) ’b -
6. In addition, we will fellow all other precautions for keeping the vehicle
i ~ -
. ] ‘ . . | . i
\ . . o .. - - =~ ‘
’ - Y . ) v 00 )
\, | o ,
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. Effectwe Wntmg S
. . ' *
© 1" NO PASSIVE VERBS :
- . .
T2 We will park the vehlcle in full view of the gdard d&sk L
L Though we could hzve left the senwnce passive wuthout causing
confusion, the active version, makes a stronger, more direct
. sentenge and leaves no doubt that we take responsibility. Another
fix_would be to just drop the main verb “The vehicle will be
-paskoém full view of the guard desk " R
3, (Mr Rockwell guard supemsor, has endorsed thls arrangement) (

Though we had to find a doer for sentence 2 from the context of.
the’ paragraph, we had an easier time with sentence 3. We simply
- ﬂspped the doer from the end of the sentence to the start, -

o : .
e

' Because of strong hghtmg in frqnt of the bunldmg, cuty pollce can see the. )

§ vehlcle on the:r regular patrols

R :
- NO PASSIVE VERBS.

. 7
. .

. '_ We wull leck the vehicle at the end of the day and control the key and

servo plate through an access letter.
£ 3

- | _ ._.- ’. .

-
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“. .. .7 . Solving Special Problems .

Rewme the two bulletm notnces that have bad cases of passwes. Do nothmg with the - |

. one notuce that. already talks durectly toa typical reader , %' .

%
.

A. ‘FAMILY HOUSING OCCUPANTS DEPARTING. IN JUNE:- Prehmmary _
quarters-inspections must be scheduled in April for family-housing occupants
. due to depart durjs ]une Quesuans should be d;rected to Annunzno

] Blatz, x210(Q B N

B 2 PRINTING: Please don’t make yeur prihting request a “rush job.” Submit
it far enough ahead to allow us a reasonable amount of time. (DAR/2355), -

LN . . .\;.

[ 4 - -

> . . . -
Z . . X .
) . . ‘ :
. LI . . ‘
ES R .
" . - P
. . -

C. CORRECTIONS TO TE LEPHONE DIRECTORY ‘The base telephone
directory should.be checked by-all personnel to make sure their listings are -
"~ | T coirect. DAA must be notlfled by 28 September lf any changes are peeded. .
. (DAA/23S4) ‘

\ e
yd - b . _'
- | |
p / e
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-

. ‘A FAMILY-HOUSING OCCUPANTS DEPARTING IN JUNE: ‘Schedule  ~ | = %'
- . your preliminary quarters-inspection in April.-Direct questions to Annunzio T

-" Blatz, x2100. (DEH/8413) o S
' . K ‘ . . .

- . . ) L "-
- TN . ) N T . . S . .
AR L . ] . )

w
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A% 1
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v
. Y

' Divéct_instAuctions -to~atypical reader. are easier to write when-a heading names the
. - ~audience, When you use the heading to-highlight someéthing else, you can sometimes start
the first sentence like this: “If you'll.be leaving base quarters in June,....” - ‘

~ -

« s . . a

i

. M ..
. ’ . - . ’ . * . .- . - . S
. . -. .~ . R . . . . L *
o . . _' ) - . R ..

B. -NO CHANGE o

C.  CORRECTIONS TO TELEPHONE DIRECTORY: Please check the base °
. : ~ telephone directory to make sure your listing is correct. Notify us by 28 -
\ . _Septembgl; if you need any changes. (DAA/2354) - - =

A

. . - . 3
. »
. : s R
. . - ..
‘e & -

You made the last notice active if you.sa\_id “All personnel should éheq%.. . " However, .
you could have been more direct by starting the first sentence with “You should check

. " or "Check . . ."” or “Please check .. . ." Only one,person at a time reads what you -
\  write, sodtry td"eng’ag‘e'that!one reader.” . . L oL T

12N

* This isn’t a course‘in how 4o write swell bulletin notices, but they dd offér rich examples =
-of poor writing, and it isn’t far from instructions in bulletins to regulations and operating . . i
N ‘inSt_ructions.- - R o R : : - :
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A

. Here s our on1y exefcise on parallelism—sticking to one pattern ina list. Though the lust

- below gives instructions from a base regulation, you'd improve in the same way a list giving,

Wy, recommendations in a background paper or obiectwes in a manual You’d Ime things

- up so each pm begins with a verb like this:

. F;-b?.uf Y . - . )
X: -Adherence-to-these ﬂre-prevention rules is-reqetired™ |
- ’ [N i i . . T4,

| '_1'.& Trash will be put in containers outside the building at the end 6f each day.
- ¢ ' . * . " - T a0 - -
:. 2. Theuse of’ y-electrical appliance will be in accordance Awigh' MAFBR 92-1.

- -

: . ! ¢ ) i oS
. hd & . . q*_/

3. Use alarm boxes fire extmgunshérﬁ- and other fire~protectuon equipment in -

| caseofﬂreonly ! {
- “ . ‘
Accar N e ) _
4. Assembly area for thigBuildi .
- Flrelanesmustbe keptclear e
s ~ ]
LN ‘, ; ' . \ :‘
- |
.x- il
' , .

- -

‘.:. s . v . o2
| Loy T s
- Solving Special Probl_gms -
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‘1. Put trash in containers outside the building at the _e“nd__of‘ea* day. - -+

: . - . . ’ \A ‘._ :
~ L T e »

Effective Writing. ~ . I sl T )

L

LY N

.

~ Sometimes parallelism jnvolves Iinirig— up several ideas for easy ‘

o comparison, the way we have-in the first three sentences of this

- paragraph. Sometimes it ifvolves being grammatically consistent

b ~ by not.mixing clauses’with phrases in lists (for more ‘on this kind
" of ‘parallelism, check a grammir text). But at its most noticeable,* -
' - paralielism involves starting lists of instructions, recommendations, o
‘ and objectives with verbs. Mastering this bold kind of ‘parallelism -
will help‘yopmasterfﬁbﬂerkin@ S
- o /‘§  S | )
: L 2. 'Follo_w _MAFBR 92-1‘0‘ hen using any Aeledtric.'il"appliahce. ’,;
3. 'NO.CHANGE / B
' ‘ 4. Assemble during a fire‘in the south 'parkin_g lot. | - |
| T youlwanted to stress the jdea of durifg a fire, you could have &
* writteny “During a fire, assémble in the south parking lot.” The =
part of the sentence that can stand by itself (the mgin clause) =
- would/still begin with an active verb, assemble, . % ,% \
. Keep fire lanes clear at all times. ) h :
e y A S - e
\\ / :r’} A . ‘1-.
Y il I 4 . :
\\ . . / . \4 e ‘.
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. . .+ N\ 4 v solvingSpecial Problems
- : - ’ Y N . : '.A‘f_
es are the worst problem in. the following letter from erght-l’atterson AFB Make - - ~.
va active. Andmake ozher word changes that will produce plain Engtish ' SR

' SUBJ ECT: Transfer of Accountab.my (Your Itr, 5 Sep 79) Sy
h . - 1 Please be advised that no ob;ecnon to the transfer of accountabllxty |dentiﬁed ) 4 \\
] 7 . insubject letter is interposed by this offjce. Request that™ vou%c;rec:s be R . e
« . . - properly documented-to reflect the transfer. Included in your recerds shoutd be - S
o © . your letter to Acme Missiles and your letter to this offi ce..Also include this Ietter. B

- . l An,y»questuons relative to thls matter may be dlrected to our new prolect N
1 . offncer Mr. Propwash at telephone 782-2357 (He gets amund doesnt he7) S

) ) . . ~ . . - « Lo . X ., T
' | SuBTEeT: Trd . VI r. 8. dup 71%; - -
S >3 ’M‘-ﬁ- % obals ey ( Youn, ., 54!-'9 > . NN
. Na * ’ L . - . o " Lo . N C
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" Effective Wri_ti_ng. o
: ' .A 7 " ‘ . * ’ ' V "
- "c.) ° o -
. . - £ , & DR
. . iﬁ
o ; ": . v o .
" SUBJECT: Transfer of Acchuntability (Youritr,5Sep79) . S et
X 1. We don't object to the trpnsfer of accountability. '_\ﬁu_st show the transfer v .
- in your records. They should include your letter to A me Missiles, your. - - . " o,
letter to us, and this letter, | - S P

. , please <call our-new proj
at 782.2357. . - - "

. 2.°If you have gny cju'es_tion éét-afficgr—,» MF Propwash,—.-¥7——---—;;~

*

- The ofiginal letter, like much ineffective writing, needs more than one kind of improvement.

The second sentence illustrates.the point. Made active, it.reads “Request that you properly .
document your records to reflect the transfer.” ‘Though better than the original, this active-

'_ version still needs work because of request; properly document, and reflect. So our fipal

- last two'sentences on page 55.)

revision avoids passives plus other sources of wordy formality.

-

We combined the last two sentences of the first paragraph to show how parallelism can -

improve economy. (For another -illusiration of economy through parallelism, combine the ..

‘We kept the last s_énténéé of the letter to flag the “new"” plfdiect._officer. If he hadn’t been

new, his name and number would have belonged in the repjy caption because the letter is .
routine.. . _ : e B Shesel

o ‘f * !
,"j\".. - .
[ ‘ “ ( : N . .
. . E ~ T .
» . ! ! ., _ i .
B 65 . . %
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Aruitoxt provided by Eic:

e . . . . BN ’ 7 *

In an’ operation this big, you have to expect losses.

¢

N —anonymous

.h4

‘4 o Y
-’ - .. ‘ * . S »
. N - * .
. % oo .
3 g -5 | .‘
. " Here's the letter written in the film, . .
" * S - .7 LY I -
§‘- ‘ . ‘ ) R . .
* . . Q ) . )
i R . -
v o : ’ LN
' RN DLBANTMENT 36 THE AIR FORCE ..
L i .« to CMEADQUAMTENS UNITR () STATES A1H KORCH ACADEMY
' ) -~ : . USAt ACADEMY, COLORADO MO84D .
. L} . w
; ) atim e DEL (Czpt Pup\uih 4338) *
. - £ [ - M
YURAL? New Roofs for Quarters 343
& . » -
¢
. ' re Quartess : o .
4 . : . ’ . : . oo
Y1 Repai Notice. Q\‘g\‘c $¢ ‘youg quartecs for a new roof. ‘Wark wilt -
- start on and last five wmkdays Contractons will replace 20 foofs -
this summer and 21 next suminer, Gur goal is to end the damage from water
: cumulaxlcm and the ares’s high winds by replacing flat roofs with sloped anes.’
: // "-. o 2 Q%' tegetor Dutics. Workmen will tear off your top roof and expose cedlng
/ . . beams. Then they 'l nail new ticams that resemble A's to'the old ones. Finally,
. . . . they’ll coversthe riew beams with plywaad sheets ang. asphalt shingles. During
! =T : sonmucmm phsxk u.wers will keep my rain off your mado ceiling,
1 @ Preparations. We \un! to nduce your inconyenience and avoid
.. mv cgidents. So please follow thess instrugtions:
' * T Llcar your ‘driveway. Heavy eqwamem must move to and from your
. i ' b Aw»d your !rom doof durmg wackmg hours.” Workmen wxn Jump
! * =, % sraps i frant of ot : ) » .
“ * - : } Remave pictures ffom walls. Vibrations may knogk lhém dbwn.
- . . .
! ! N £d. Keep chi!dren away from all work arcds. ‘,
. £ . . .
. 3. Doyou expect to be away during construction? If you do, Iet us know by
! . ' 1 juneso we can reschedule you.
. ’tL,. Q P
PHILIP A POWH.L Celonel, USAF
DCS/Civid Lngmcenng
. ° L}
hd *
N ¢ .
- ] - l’ 5
Lo R :
e » )
- B .“: : . . ‘
_L_;ﬂ;.' —
T
. oY .
! % .
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S A parting challenge. . . .
'When you'get back to your office, check: your IN basket, -Yob're;likely to find.there many
-of the problems you've studied here. {;'&nd for.a‘sWeatie_r challenge; check your QUY b ket.

What really counts; though, is the attention you pay to effective writing a long time from o

_ now. A lot of bad habits are waiting for you: But you'll improve a littleféach time you avgid”?

¢ .o - them. So when a phone call or visit just won't do, and you have to write, use plain, up-fropt- .
) .& . . En?“s}l. T ’ . T - . . ) v L

A

No oo N ' K o

. : . -

'
.k ..

' _ ' BYORDER OF THE SECRETARY OF THE AIR FORCE
’ . . . . ’ .- ' . . - ' ] - .- ' . § , Lo
V 1;"& . o ‘ [RPAE S \' ’ N T . - LA ) - A
- Ogriciat -  LEWALLEN, JR,, General, USAF - .
- o : . Chief of Staff - . : - -

' B o f .. Lo
, ) . ) X ) ’ . " . . . . . ) v- ,
" - . VAN L. CRAWFORD, Colonel, USAF o
- . . Director of Administration _ BT ' - :
; [ ' - ' } . .,i. | "- ..

v - T
v : ) P ; . ’ . )
| e o

. (]
¢ ' “;* [
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~ 'simpler words and
phrases R

~
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_‘bookson wr|t|ng
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A  CHECKLISY FOR EFFECTIVE WRITERS . -
. ) | ",, ’ Sk .. .- oo ' . : _ '4 R ‘
DRGANIZE YOUR IDEAS B B RECI
. . Plah whattosay e "-' e ) e
, .. Group related mformauon into paragraphs. . .
N ¢ - Open wrth your mam point, ~ - "
' ' Strck to what your reader needs. , L ,
| SPEAK ON PAPER T te T, oncaNE vouR s NS
. L Plao wisat o say. . _ R
o imagg-ne you re talkmg to ?our reader Croup teated afoXmition o paragrip®s. )
B SN et vaus i ol '
= 1 " Use Personal pronouns, & . B ksl A
o -Use contraptrons freely. ’ -a' T s v g o s, "
- . i . \ s, Use Proncuns. -
(oo Askmore questrons R . g .,..::.“I:‘L..f...., A .
. : . oo R o Mrmwm b
R -Use small words. : SR G Z U e
. . . ¢ - ) ' .. ' T £, M*MM( ’ ~
o - Keep sentences short. - - | g Ao Negns5s woros .
.A Do -, ' y R e e i,
' . g . - .. . N . R L : g g L
- ﬂ___"_‘AAV.OiD NEEDLESS WORDS' T ) 3 & e _
e B . - ol .
e Suspect wordmess in everythmg you wrlte ‘ ;:; .,..:m.
+ v andavoid © o+ L po MeddMebam o -
" Doublings, . . Cmpaunoss 800
It is gnd There are, : et
Smothered verbs, - ) R o
*'v. .. . Thatand which, SR " e ~
L Wordy expressions, |- . ) . | .t : o
' & -4 phrases . A ' i - ..
C . : oo ) S rs . N
) ) - . ‘0 - . )
e SOLVE SPECIAL PROBLEMS _ K _
- <. Write actrvely, doers before verbs. <. . N
e _Keep lists paral_lel. - . ‘
S ' N ’
s - L
a R N ' - SR
: 6 r} - :
< . . . : . . ". i ' .
. - k"“ . ~ .
-+



} &IIPU'ZR WORDSANDPHRASES :
Ilgtm of* Ty - bumdof Try.
accompany. . ... ... ... o with domot ............ .. domt
mm ........... cs:my out, do . duc to the fwt that ..... due to, since '
accomplish (a form) . ... . . - fill out” s
accopdingly . ... ...... ) : echelom S T levels
FY S 1T . add, gain effect. ... ... ... .. -make
CAMCURIO ...l ... ... cosrect, exact, right dloct . ....... ..., . . thoow, pick
cachleve. . ... ..., do, make - oliminate. . ...... . cut, drop, end
Jaetual. L. Ll Lol real . _ -amploy , e e . use
additional .. (... ... .. " added, mare, other Temcounter . .. ... ... . meet
mdjscentto. . ... ... ... nextto - . encourage . ... ... A 111 t
advantageous ... ... ... helptul - endeavar. . ..........: try .
:ﬁ:g:e ...... e e e . .recommend, tell C . Jensure L.l . make sure
.......... put, stick . . enumerate , . .. .. . count .
- afford mippormnity allow, let . oequitable. . ... ... o oo fair .
areraft, .. L. plane oquivalent . . ... ... ... equal .
anticipate . . .. .. e e ‘expoct R establish . . . ......... st up, prove, show
a number of Sl - some _ evaluate . .. . .. . . . clieck, rate, test
apparent . ... ... ... .. clear, plain s evidenced . ... ... .. 2, . showed
- soem - evident........... i:. clear
appreciable. . . . . ... e .. many’ % examine’ . . ..., ....%% check,lookat
appropriate . . ... ... . proper, tight exhibit......... . .... show | .
approximately. . . . .. « .. sbout .oxpadite.. . .. .. e hurry, rusgh, speed up
asameansof . ........t0 .7 expaditious . ... ..... . fast, quick .
ascertadm L L L. L L. ... L find out, learn expend. ............ pay out, spend
asprescribed by . . . .. ... under: . CXPORSL. . . ... i e ... cqst, fee, price .
assist, assistance, . ... ... aid, help explain. . . ........,. show, gell * .
.- attached herewithis . . ... Nere's - . _ t
Coattempt. . L. Ll ... ... try - facilitate-. . .. ........ case, help
* atthepresenttime . .. ... now . factor. .. .... PR . Ieason, cause
- C - fajledto ;... ........ didn't ~
bemefit . . ... ....... . help . fatuous.m:mb&un ...... jerk '
bymeansof . . .-....... by, with feasible. .. . ... . can bedone workable
\ _ ¢ femalgs.”. . ... ....... women
cannot . ... ... can’t Jimal oLl . last
capability ... ........ ability finalize. ...V ...... - completgﬁmah
catogory . ... .. e i class, group forexample ¢ . ... ...... suchas .
cose proximity . . .. ... .. near N Cforfelt ... ... L. L., give up, lose
combined. . . . . e e e joing, for the purpose of. ~ for, 10
comply. . ........... follow forwagd, . . ... e send
component. ... ........ . part * function. . .......... act, role, watk
comprise . .. ..... - form, include, make up fundamenta). . . ... s, ... basio S,
coficéeming. . . ... .. ... about, on fumish . . o =« give,send
cone!ude..........,.t close, end o
con'cu: ..... e o AQEee huthc apabiuty ....... can :
confront . . . .. ....... face, meet herein, ... .i. .. ... here T S
cousequently ......... %0 - howcver e e “but .
consolidate. . . . . .. . . cambine, join merge : L '
condtitutes. . L. ... is, fbms, makes up Mdentical . . ....... ... same
copstruct. . .. ... L. build . Mdentify. . . ... ....... find, name, show
.” contains . v ev e " has . fmmediately . . . ... ...~ atonce
continue .. . . ., e keep on impacted. . ... e oo . affected, changed, hit
“contribute . .., .. .. ... give implemem ...... o .. . ‘tairy out, do, follow
cooperate . .. ... ..... help . in gccordancowith . .. ... by, under
currently. . . . ... P (leave out) inaddition. .......... " also, besides, too
R ' T “ingneffortto......... to = .
dem.............. think Snasuchas .. ...... i o since :
delete. . . .......... _cut, drop § inception. . . .~ ... ... start’ . ST
demonstsate . . .. ... . ~%\'e, show in conjunctign with. . with '
depart . ... 1. .. . .eldave “incorporate . .. ... .. \ blend, join, merge
‘designate. .. ......... appoint, choose, name; pick incumbentupon. . ... ... - must )
desice. ... ... L . Wwish < “\ ‘indidate. . . ... ... .« ... show,writedown
determine . .......... decide, figure, find A indication ... ......... sign oo
develop. . . ... .p: . ... grow, make, take plaee imitial, ... .......... first el
sdlsclose, ;. L. . . show - N N initiage . . .-........ .. start . .
discontinue . . . . . drop, stop - inliewof. .. ... ve . ... instedd of™
d.memmate e .. . issue, send out . inoiderthat. .. ... «... for, 50
: - - 1 ’ N\ . & N
. N -~
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©nstead of . Try
0 L _
“inorderto, L, L, Lt T _
regudto .. ... ... .. about, cocéming, on o
interpose no abjection . . ... don't objdet
in the amountof . . .- . «. for -

in the.courscof . ... ...

optimum, . L. L.,

. during, in

intheeventthar, .. ..., if

inthenearfuture . . . ... . soon -

xnvtuwuf.......;'....dncg‘ : :

in view of the above . . . .. s0 o .
a l!l\.'._-n... (leave out)

itis essential . See . Tust .

it Is scumumndcd‘ R R wemcommmd

n\:\ requested . . .. . . . . . . ploase, oo

S _ -~

usiify 4. .. S T . prove

kegistation . 2. ..., ... law oo

lnited vumbeér . .. o, , .. few . T T

tinitations . . ¥, ... ... “limits - e

focate, .+, . L. L. 3. . find - '

\ location . . .., .. P place, scene, dte L,\

. AN

Jmagnitude L L e .ee . size : -

maintaip ... .., L L .+ o .. keep,support .

majority. . ... oL 0. .. . greatest, longest, most
Somipimige, L 0L L L L, decrease, lessen, reduce .
L omodity . L. . e ov.. change ° } . .

monitor . ... L L L. check, watch' L
uebulous. . ... L. L. vague 0

necessitate .. . . L L, . <. Cause,need

notity. . . L. .. 0. ... .. letknow,tell R

umerous ... . . many, most .

objective . , .. ... L, aim, goal | - '.;

obligate. ., .. L. bind, comgel '

abwrve ., ... e e e . see. . S

obtain ;.. ... . e e s ROt . . ¢ .

operate . .. ... ... ... . mun,work*

operational. .. . L .. L. . working -

best, greatest, most _—

opttoie, . -~ . ... L. ... choice, way s
patticipate . . .. .. ... . take part

petform . ... ... ..., do

pesmit. . L L L., let :

personnel. . .. ... L., ‘people, staff

perteining to. . ., L L L. about, of, on

phse . ... ... put

pojtion. .. .. .. ..., part -

position . ., .. ... .... place '

Mhossess L L L L. -« ... have,own. -

- preciude L, L, C et e e ptevegt ' - -
prepared . 0L LT P . . ready .
oprevipus L L L L. earlier, past
previoudy ... ... .., . beforc :

Toprionitig oty .. ... 0. L rank ,
priceto. . ... .,...". before >
“prabability. .., L, .. chanee ™ ' ' ¢
prm‘\‘thln‘s. . ‘{" ....... rules, ways = '
proceed. . .. .. .. ... do,goon, try
ptuimuuy ........... skill

. programmed. . ., ... « . ..o planned -
promulgate . ... ..., . announce, issue
plovide., . . .| e e e give, say, supply
provided that . cane i o
provides 5utd.mcu for ... guides
(the) provisions of . . . ... (leave ou
purchase . . .. .. ceeo.. buy

- ot .

H
Instead of Try
B L3
reasonfor ..., ....... why
rocapitulate e es . RIMUP
reduce . ...... ... ... Cut )
coreflect Lol say, show '
- regarding. .. ......... about,of, on
relatingto . . ... .. .... s‘box.qn_
remadn . ... L0 L, L, stay ' :
'xemunaer‘.........rcn; . N
remuneration . . .. .+« Pay,payment .
reader ... ... . 0. give.mnke
'requcst._..-...'.-...,.._.
require . ... .. L L ‘must; need
‘requirement ... ..., ..., need
retain. ... o000 . .. keep
OMIN. . .. oot v v v e goback .
creview . ... ......... check,goover.
selection. .. ......... choice e
Bar'. .o el dike o )
;‘mo“licit' ask for - )
MR L h say )
subjoct , . ... thcthisyom
suhmit..e....l......_ -give, send vl
subsequent. . ... ...... later, next
~ subsequently. . . . ... ... after,later, then
mbatantial.......... l&rge.real.mong
mfﬁcient S enough .
take appropriate measures . . please .
terminate. . . ... ...-. ... end, xtop .
that, . .., ..o u (leavcout).,
'therefore..... A .
thereare . . . ........ (leaveout)
thereis. . . .......... (lcaveout)
thereof . . .. .... es o« oo ifs, their
thisoffice . . ......... us,we _
timepetiod ce e ... (elther one)
transmit L. ... .. 0., send -
tramspise . [ ., ., V. ... happen,occur
AYPE oo vi oo (leave out)
.unulsuch limeas\ « <. cuntil
(the)use of ... ....... (leaveout) "
utilize, utilization. ...... use -
validate. . .. ", «« ... confirm
value .. ............ cost, worth
verbatim . ... ........ word for word, exact
2 T T inonthroush. -
viable. . . ... N wo:kable
warrant. . . ....... ... call for, permit
Whenever. . . ... ...... when .
Whereas. .. .......... since
with reference to . . . . . .+ about }
. with the exceptionof .« ... exceptfor
witnessed. . il BV
liviwoonn e...and,or ..
i -- . . . L J
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- BOOKS ON WRITING ~
Contemporary Business Writing by Michael Adelstein. Random House, 1971. Here’s
- a thorough college text that offers excellent instruction for the working writer.

- Eléinent_s of Style, third edition, by-Wﬂliam' Strurik, Jr., and E. B, WHite. Macmillgri, _ :

B Ehglish 3200: A Programed Course in Grammar and Usage, second é,djtion, by ]-'o:s'ep!_}
~ C. ‘Blumenthal. Harcourt Brade Jovanovich, 1972. Readers learp “grammar, -

1972, These 'tips on style are sure to improve anyorle’s writing.

- purictuation, and sentence -construction, by progressing through ja series of

questions and answers. -
i . - .

i qubiedy_gook Has Gotta Go by John O’Hayre, 1966. Though the examples come

from the Bureau of Land Management, the:problems are those of the Air Force.
 Order through Superintendent of Documents, U.S. Government Printing Office,
*" Washington, DC 20302.- ' g o S

_ " Guide_ for Air Force Writing, AF Pamphlet 13-2, 1973, This handbook covers some
" general principles and applies them to.a few types of Air Force writing. Send AF

Form 764a 4@ your base Publicatiops Distribution Office.

. a. N \ . . :
Handbook of Technical Writing b‘y-Chakl'es T. Brusaw, Gerald J. Alred, and Walter E,
Oliu; St. Martin’s Press,‘19_76. Besides covering the elements of technical reports,
* this sometimes-fussy reference answers hundreds of questions on grammar and
punctuation,. L S BT .

" Harbrace College Handbook, eighth edition, by John C. Hodges and Mary E. Whiten.

“Harcourt - Brace Jovariovich, 1977. This reference _text on grammar and
punctuation is among the best. ' ' - '

Rudolbh‘ Flesch on Business Communications by, you guessedr,e,, Rudolph Flesch,

" Barnes and Noble, 1974. This small book is the best of ma
. 'leading advocate of spokerr.writing. ' '

Tongue and 'Quill, third edi't'i.i)n', by Lt Col H. A. St.aléy,'Air]Comr.ﬁand',‘aﬁd 'St'éff.-- I

+ " College, 1977. Here’s detailed advice on how to prepare everything from staff

briefings and talking ‘papers to staff summary sheets and trip reports. Send a
¢, self-addressed mailing label to ECI/EDS Maxwell AEB, AL 3&%12 5 : S

£
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